


I, state your name, do solemnly swear (of affirm) that –

I will support and defend the Constitution of the United States 
against all enemies, foreign and domestic; that I will bear 
true faith and allegiance to the same; that I take this g ;
obligation freely, without any mental reservation or purpose 
of evasion; and that I will well and faithfully discharge the 
duties of the office on which I am about to enter.

So help me God.  



Role of the Civilian Personnel 
Advisory Center (CPAC)

 Evaluate & Classify Positions Evaluate & Classify Positions
 Issue Vacancy Announcements
 Issue Referral Lists Issue Referral Lists
 Process Personnel Actions
 Update & Maintain HR Database Update & Maintain HR Database
 Recruitment Strategies
 Labor Relations
 New Employee Processing
 Workforce Education





 All Handouts on the RIGHT hand side of your 
folders are yours to take with youfolders are yours to take with you.  

 You should have: You should have:
 Payroll Calendar/My Pay Handout
 Benefits Handout
 S i ’ Ch kli t Supervisor’s Checklist
 New Employee Orientation Handout
 ID Card Section Contact Numbers
 The Work Number Handout





EQUAL EMPLOYMENT 
O O  ( O)OPPORTUNITY (EEO)

Fort Knox Equal Employment
Opportunity OfficeOpportunity Office

ildi ik llBuilding 1310, Pike Hall
Fort Knox, KY,
502-624-2545

DSN: 464 2545DSN: 464-2545



FORT KNOX UNIONO  NO  UN ON

AFGE Local #2302
Bldg 1109 Rms 137 143Bldg. 1109, Rms. 137-143

Fort Knox, KY  40121,
0700-1700, Mon-Fri

(502) 624 4624(502)-624-4624



SICK LEAVE
Regardless of Years of Service

 Full-time (Perm, Term & Temp):    4 hrs per pay period

 Part-time (Perm and Temp):            1 hr per 20 hrs worked

 Intermittent:                                       Do not earn sick leave

EXCEPTION
Firefighters: 1 hr per 20 hrs worked



ANNUAL LEAVEANNUAL LEAVE

 Based on your service computation date (SCD)
 1 – 3 YRS   4 HRS (each pay period)
 3 – 14 YRS 6 HRS (each pay period)3 S 6 S (eac pay pe od)
 15 or more YRS 8 HRS (each pay period)

 If applicable, SCD will be re-computed by the CPAC to reflect prior civilian If applicable, SCD will be re computed by the CPAC to reflect prior civilian 
service upon receipt of the Official Personnel File (OPF) from the National 
Records Center, St. Louis, MO. 

 *** NOTE:  Retired military only receive credit for approved time to include 
combat service.  



Verification of Non-Wartime 
Campaigns or Expeditions (SF 813)

 Retirees ONLY Retirees ONLY
 Time that can be credited toward your Service Computation Leave  

Date (SCD)
 Report any time spent for hardship tours such as Korea, Turkey, 

Iraq etc…  Hardship Tour: Your dependents could not join you.  
 Please turn this form into the Civilian Personnel Advisory Center.  y
 CPAC will forward your SF-813 to the Records Center in St. Louis. 

* After verification, the Records Center will return the SF-813 
to the CPACto the CPAC.

* An HR Representative from CPAC will forward your 
information to Ft. Riley for processing.  



POST 56 - MILITARY DEPOSIT

 Deposits Made For Periods of Military Service That 
A C dit d F Ci ili S i R ti t dAre Credited For Civilian Service Retirement and 
Death Benefits Purposes

 Info and Instructions Found at www.abc.army.mil.



Males Born After 12/31/1959 areMales Born After 12/31/1959 are 
Required to Sign a Statement of 

S l ti S i FSelective Service Form.    



ARMY BENEFITS CENTER ARMY BENEFITS CENTER –– CIVILIANCIVILIAN
(ABC(ABC--C)C)

TO SPEAK TO AN ABC-C ADVISORTO SPEAK TO AN ABC-C ADVISOR

1-877-276-9287 (toll-free) 
1-877-276-9833 (TDD) 

Monday FridayMonday  - Friday 
6 AM to 6 PM Central Standard Time

Note:  You must have a PIN number before contacting an      
ABC-C advisor.













ARMY BENEFITS CENTER ARMY BENEFITS CENTER –– CIVILIANCIVILIAN
(ABC(ABC--C)C)

b il l ilwww.abc.army.mil or www.cpol.army.mil

 Online Benefits Enrollment Programs

 Provides Counseling and Processing Services for Individuals 
Eligible for Federal Benefits. g

 Online Information Center
 Open Season Open Season  
 Benefits Changes and Beneficiary Forms 
 Enrollment Deadlines 

N E l B fit O i t ti P P i t P t ti New Employee Benefit Orientation PowerPoint Presentation  



 Employees who are being appointed to the Government 
for the first time are automatically covered by the 
Federal Emplo ees Retirement S stem (FERS) YoFederal Employees Retirement System (FERS).  You 
can find information on FERS at 
http://www.opm.gov/fers.  

 FERS is a Three-Tiered Retirement System:
 Social Security Benefits Social Security Benefits
 Basic Benefit Plan (FERS)
 Thrift Savings Plan



TSP Book 08 Thrift Savings Plan 
www.tsp.govp g

 Identifies Investment Funds 

 Describes Participation Rules

 Contrib tions Are Limited B the Restrictions Imposed B the IRS Contributions Are Limited By the Restrictions Imposed By the IRS.

**** NOTE:  To enroll in TSP visit www.abc.army.mil.  



 When You Enroll In TSP You Will Automatically Get the Employer’s 
Match.

 If You Have a TSP Loan, You Must Inform Your New Agency That 
You Have a TSP Loan and Instruct Them To Continue Your TSP 
Loan Payments.

 If You Transfer To An Agency That Has a Different Pay Cycle From If You Transfer To An Agency That Has a Different Pay Cycle From 
Your Current Agency, You Should Reamortize Your Loan To Avoid 
Being in Default.

*M i f ti b f d t*More information can be found on www.tsp.gov. 



Civilian Personnel On-Line (CPOL)   
http://www.cpol.army.mil

Office of Personnel Management (OPM) 
www.opm.gov

CPAC Website
https://knoxdoim815/portal/ or www.knox.army.mil

(CPAC In processing Slides can be found here)



 ID CARDS – To obtain a Civilian Access Card (CAC), visit One 
Stop, Bldg 1384, 4-1667.  Wait two days after in processing to 
ensure that your personnel action has been processed.

 If you are military personnel on terminal leave, you must keep 
t ilit CAC d t t tyour current military CAC and contact your current 

organization’s IMO for computer access.  Once your retirement 
process is complete, you must obtain a civilian CAC.      

 CAR REGISTRATION – Your car MUST be registered at One 
Stop, Bldg 1384, 4-3939.  You will need to provide proof of 
insurance, car registration, and your driver’s license. You will also 
b i d h CAC dbe required to show your CAC card. 



Proof of Employmentp y

The Work Number
h k bwww.theworknumber.com

1 800 996 75661-800-996-7566
Mon Fri 0700 2100 CSTMon-Fri 0700-2100 CST



BACKGROUND INVESTIGATIONS ARE A 
REQUIREMENT FOR ALL FEDERAL Q

EMPLOYEES

 All background investigations will be processed by the Office of All background investigations will be processed by the Office of 
Personnel Management (OPM)

 All persons privileged to be employed in the departments and 
agencies of the government shall be reliable, trustworthy, of good 
conduct and character and of complete and unswerving loyalty toconduct and character, and of complete and unswerving loyalty to 
the United States.  This means that the appointment of each civilian 
employee in any department or agency of the government is subject 
to investigation The scope of the investigation will vary dependingto investigation.  The scope of the investigation will vary, depending 
on the nature of the position and the degree of harm that an 
individual in that position could cause.



REQUIRED DOCUMENTS for     
investigation process

 Personnel Security Questionnaire Personnel Security Questionnaire 
 SF85 – Questionnaire for Non-Sensitive Positions
 SF85P- Questionnaire for Public Trust 
 SF86- Questionnaire for National Security Positions

 R ( t i l d ll k i t t d th Resume (must include all work experience annotated on the 
questionnaire)

 OF 306 Declaration for Federal Employment

 Fingerprint Card Fingerprint Card



If you have any questions after this briefing, 

Thank you,

F  K  CPAC

y y q g
please contact our office at 502-624-3429 or 

visit www.knox.army.mil.

Fort Knox CPAC



 SF 61 – Appointment Affidavit – (Employee signs)
 OF 306 – Declaration for Federal Employment (Sign 17B) 
 I-9 – Employment Eligibility Verification I 9 Employment Eligibility Verification
 SF 144 – Statement of Prior Federal Service 
 W-4 – Tax Form
 SF 1199 Direct Deposit SF 1199 – Direct Deposit
 SF 181 – Race and National Origin Identification
 SF 256 – Self-Identification of Handicap
 S l ti S i St t (M l B Aft 12/31/1959) Selective Service Status (Males Born After 12/31/1959)
 SF 813 – Non-Wartime Campaigns (optional)
 Military Buyback (optional)


